. w! - » N
M t sl . ' E
| s wmen 1 < JUEST FOR RECORDS RETENTION S{ DULE e

v e

4 |-||| (9;'.:” vd "Submitted to the Records Manageme. Dlvision
coras
OCO:mi:lon Hall of Records Commission l:‘Aot.;E 1
1. Requesting Agency | | 2. Division or Bureau of Requesting Agency

DIRECTOR'S OFFICE~..
| ___YNSTRANCE AND PROPFRTY OFFICER =~

3. Authorization Requested (Check only one of the squares below) R

A : B ' . Cc_ .
Dispose of present accumulation.. No Establish retention schedule for re-. - Microfilm and destroy originals.
additional accumulation' is antici- - cords for which there is a continuing Originals if not microfilmed would be
pated. Records have ceased to have value X accumulation. The records will cease to retained for the period of time indicated.

" have value to warrant their retention after

to warrant retentlon
the period of time indicated.

-+ 5, Description of Records v | 6. Recommendation
4. Descrlbe records accurately Include title, form number, size of documents, of Hall of Records
Item work or activity to which the records relate inclusive dates and quantlty and Board of Public
No. {cubic or linear feet). Show recommended retention perlod " | Works.

1. TNSURARCE FOLICY FILE . '
| Thie #i1e relates to 1nsurance polieiea Men ant, by t.ha Kontgonery e 4MW

County Government for coverage of fire, workman's compensaticn, Corpnris""
couprehensive 1iability, eto.j also included are performance bonds
that are not filed in Annapolis, Thére are presently sevem policies
a years these are filed with endorsements and changes.  The file is
housed in a safe and occupies 1 linear foot (less than'1/2 ouble

foot) for the period July 1950 to date. Tae annual te of accurmA
lation 10 2 linear 1nchea. SR . rae e

| | RECOMMENDATIONs RETATH FOR THREE mms AFTER m'rmu OF THE
® FOLICY AND THEN DESTROY

2, | vormunts coupimsaTroN cratus . ’ < %

| TicTadod In th1s Tife ove The folloving forms, SF 11513 (6} x 11%) T4 o

R | Standard Porm for Employee's First Report of of Injury, and?om].oa - .
| ¢/30:(8%* x 117), State Industrial Accident Commission (Award) if
: .| disabled more than three days. The file also contains correspons
dence relating to claims, . The material is filed alphabetically by
name of claimant and is active until settled,: It occupies %w
(L cubde feet) for the period I549- dat.o.u m annaa.l rate of 7
accumlation 18 6 Jinear 1nch;s 958 .
: ZVEN ‘

RECOMIERDATTON: RETATN FOR THREE
RECOlOI A YEARS AFTER SERTLEMENT OF CIATMS

o 4
5. | a0 sccromm s WL&
- 8 file consiotso insurane ompany Report utomo= -
bile loss (83" x n:).a:nd cms;o;dence f::n inmmooza:pmms : 7 2

relative to the reports of each accideut 1m1vi.ng Oamty cara “1
A1) accidents must be re : : L eme

7 Agency, Division or Bureau Representatlve

e 2f 74«%@&&%@4«& APR 6 1954 " -

" Signature : T Date
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s . 5. Description of Records . .
Describe records accurately. Include title, form number, size of documents,
work or activity to. which the records relate, inclusive dates, and quantity
(cubic or linear feet) .. Show recommended retention period.

] 6. Recommendation
of Hall of Records

and Board of Public

‘| Works.

b

5._

6.

.- - |Oroup -Hospitiliration Plan (Connecticut General Insurance Plan), - |-
i+ -:-|Contained 4n the file are Teports of new employees and reports of -

. |eancellationa. - The reports, whith measure B%
. |monthly by the Insnranc§ Officer. .The file 48 arranged chronologi- \| -

|Thls #IXe consists of eorreSp dence 'only'(generally-&:" x 11") and

TNSURANCE-RECORD CARD

~ |Hospitalisation) to show participation of the individual employees

by insurancs company or County Insuranse Officers The Report of
Automobile Loss 4@ f£iled in triplicate, the original and one carbon
4s sent to tha insurance company and the remaining carbon is re- -

RECOMMENDATION) RETATN FOR THREE YEARS AFTER SEFTLEMENT OF CLATM
msn nx Iz APTION CLAIMS - oren o P il ! T T e ‘ o
Tols file consists of correspondence (genmerally 83" x 117) relating
to ¢laims by employees on Group Hospitalization policy.’ This .
coverage 18 held by the Connecticut General Insuranse Companys - °
Prerdun: pament for this policy is bourne on 2 68=h basis with the "
County bearing &% and the employee N9f. The file also contains-
‘copy of chetk issued in settlement by the insurance company. The -

2 ¢ got .for the years 19L9 to date and the anmual rate of ac-
cumlation 18 1/2 cubic foot. ’ _ - Lo
. ; ~.‘ S et 6;\/6” . N

RECOMMENDATION: RETAIN FOR THRRE YEARS AFTER SETTLEMENT OF CLATM

GROUP EDSPITALTZATION PTIE - ~ [ w7, .. o o
8-7ile covers reports concerning employes's participation $a the

®.x 11 ", are prepared |

cally :for the years 199 to date. It occupies approximat
of a“file drawer (less - o iy

: 1/2 cuble foot) and the annmual rate of
acowmlation 18 very small, . - o S S

>

SCOMENDATION: .. EETATN FOR THREE YRARS AND THEN DESTROY,

relates to claims filed against the County, whether or not covered
by insurances The material is filsd alphabetically by name.of
claimant. It occuples less than/}/2 cubic foot for the years 1948

" |to dates The samual rate of accurmlation is about ‘hg cases per yea.r.ﬁ '
_ |RECOMMERDATION: RETAIN FOR THREE YEARS AFTER SETTLEMENT OF CILATM

AND TWEN DESTROY,

This 1s a 3" x 5 card prepared by the Insurance Company (Group

- |in the group program., Individual eards are prepared for each new

tained by the County. The material is filed alphabetically by name | .'

material 1s £iled alphabetically by name of claimant., It occuples |

of County employee driving the car at the time of acoident and | - .
covers the period dates The fils accupies Joss than 1¥2. ﬂ}%ﬁw
cuble foot and the q{gata of accumulation 418 & linear inches. .| .
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of Hall of Records

Hall of Records (Continuation Sheet) PAGE
Commission NO. 3'
4 5. Description of Records : 6. Recommendation
: Describe records accurately. Include title, form number, size of documents,

o
0.

work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

and Board of Public
Works.

Be

9.

| participant from the report of additions submitted by the Insurance

|zent 48 received on settlement of claim, The material 1s arranged in

[RECOMSENDATIONs RETATN FOR THREE YEARS AFTER smum OF ClATH
* |AuD THER DESTROY. -

* |of purchase, purchase price, square feet, liber, folio, plat number,

[there are a few records dating back to 1931 covering early purchases

Officer (see Item 5 of this schedule). The active file, which is.
arranged in alphabetical order by name of employee, represents all
employees currently participating in the progrem. The ﬁle is divie
ded into two sections, one for the Police Department and the other .
for all. .employees in the County. The present accurmlation
18 about ¥ lincar inches (1/2 cudic foot). The sanual accusulation’
1s approximately ‘.tf2"linear inch, - ;

RECOMMENDATIONs ~ RETATH IH ACTIVE FILE VHILE CURRENT AND THEI RETIRE
TOIHACTIVEFILRFORUHETEARORUTILCARDISMYEA&SOLD, :
VHICHEVER IS LATER, AND THEN DESTROY. - .. - _ :

~

CLATHS EY COWNTY :
This filo consists of correspondence (83"' 11") relating to damage
to County property. The file also contains the release when pay=

alphabetical order by name of individual damaging property. The fi
occupies 2 linear feet {3} cubic feot) for the years 1959 fo date.
The armmual accumulation is approximate];y 6 linear inches (Iéss_thap
foot).

/

RECORD OF TAX SALE PROPERTY ‘

This record consists of an unnusbered form (81' x 11°), A aeparata
form is prepared for each plece of property purchassd by Eontgomery
County &t tax salesj the data 18 obtained from the Tax Sale Ledger .
and Journal, Identifying information concerning the property (date

ents,. topography, etc.) 18 cshown on the form. The forms are
£iled in two binders, one for property currently cwned by the County;
the other for property purchased by the County but which has since

been solds The records, which are filed by Election District, gen-
erally date fram 1950 (at which time this file was started); however,

ch have not yet been redeemed, The total accumlation to date is
2 linear inches.. The anmual accumlation is small,

NECOMMFNDATIONs RETATH PSRUAMENTIY.

"CORD OF COUNTY OYNED REAL ESTATE . ,
8 record consists of an unmumbered form (8" x 11*), (This is the
. form as used .in Item 9, Rocord of Tax Sale Preperty.) The re-
ord covers County owned real estate other than tax sale propcrty.

f purchase, purchase price, sguare feet, liber, folio, plat number,
mprovements, topography, etc, The record was initiated in 1953 and
8 filed by Election District. Material is contained in binders
d consists of a total accunmlation of abont. ‘1inear The
prnual accurmlation is small, i o %
¥

ta for recording each piece .of County emed property includes date

g ]
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r

The inventory record i{s maintained on a 3% x 5™ unnumbered form,.
The card provides for recording a description of the furniture or
| equipment, ‘the manufacturer's nams, serial number and model number,.
date of acquisition and purchase prics, present location and tag -
number (number assigned by Property Officer at time eguipment is
placed in use).- Provision is also made for a seven digit code
number for: description of equipment. The cards are .maintained in
two:complete files, one for equipment and office machinesj the other
for automobiles.. The cards.for equipment and office machines are
filed by tag mumber while the cards for mutomobiles are filed by
Wﬁmﬂ car rumbers The file, which was started in 1950,
occuples & 18%, 3" x 5" file drawers (1 cubic foot), -The annual
accumlation is & linear inches, T : .
RECOYMENDATIONS - RETAIN
IS DISPOSED OF PLACE
DESTROY, "=
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“ao3) <\‘ VEST FOR RECORDS RETENTION SCi JULE No. . - Q@ -3 .
Hall of Records : " {Continuatinn Sheet) - ’ PAGE
Commission ! ) . c e NO. h
. 5. Description of Records-..- .. ..~ .. . | 6. Recommendation
4. 'Describe records accurately. Include title,- form number, size of documents, of Hall of Records
‘:‘em work or activity to which the records relate, inclusive dates, and quantity and Board of Public
o.. " {cubic or linear feet). Show recommended retention period. . - ‘ . Works.
11. | DEEDS 70 COUNTY FROPERTY '~ =~ A1 0 ' - | el
* | 2T deeds To County owned prope fire assembled in this central . ' Lt J_)M,J” .
file, There are approximately & dociment drawers (@ cubie feet) - ‘7W
of deeds to property purchased at.tax sales and.2 document drawers | = (G
(1/2 cubic_foot) of deeds t¢ property purchased for County use = a | : ;
total of 2} cuble fest, The deeds are foldod to fit the document |- o
‘drawers: All deeds, regardless of date property was scquired, are. . ..
kept in this file. The annual accunulation 18 approximately fto s He/O: .
linear inches (less than 1/2 cubic foot)s. ~ . . = S A
, REOWEIDATIONS RETAIN IN ACTIVE FILE VHILE PROPERTY IS OWNED BY | —7 - \\
‘ COUHTI;MSOLDRETIRE‘TOINACTIVE-{FILEFOBTHREYFARSAKDTHEN/ o
12, | FURNITURE AND EQUIPMENT INVENTORY CARD . " - ‘o - . . Ope™

IN ACTIVE FILE WHILE CURRENT; WHEN BQULPMINT
CARD IN INACTIVE FILE.FOR TRREE YEARS AND THEN

-

Pl 2T

13. | ESCROW AND CONTRACTORYS EOND FILE - S ,af{
- |Thls f11e contalndgbonds executed Ly.bonding companies and recelpts '7#0’” :
M’/J( Wil for money placed fn escrow. The bend or money was required by the o

74 M /| County-at the time.a permit was issued for the construction of a
0wV} | street, road or drivewsy, The material is filed alphabetically by i
A naxe of ‘perscn under bond or depositing money. The file for the Lox
% years 1951 to date ocoupies D~legal size file drawer of active -~ =
material and P legal size drawer of inactive material (a total of 0o
|.D - Th~cuble foet), The annual aceumulation 1s approximately 2 legal =
- |sizse drawer (87cubic feet), No material will be destroyed immediate-| — —
upon & of this recomrendation, o : A
, - 4 . Y
-+ [RECOMMEMDATIONs RETAIN POR THREE YEARS AFTER COMPLETION OF STREET, - ': - 2
ROAD OR DRIVEWAY AND THEN DESTROY, : 5 -
7 y .~ - o
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